ALEX RIVERA
[City, State]      (000) 000-0000      your.email@email.com
[Month Day, Year]
[Recipient Name]
[Title]
[Organization Name]
[Organization Address]
Dear [Requester's Name],
Thank you for thinking of me, and for asking early. After considering it honestly, I do not think I am the right person to write this one — [the honest, kind reason: we worked together briefly enough that my letter would be thinner than you deserve].
That is about my vantage point, not about you. A reference is only as strong as the specifics behind it, and this application deserves someone who can offer more of them.
[If you have a suggestion: [Name] saw that work far more closely and would write you a much stronger letter.]
I genuinely wish you well with [the opportunity], and thank you again for asking.
Sincerely,
Alex Rivera
